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* User Hame

=

* Password
(example: 4u55v33)

Login Assistance

About this Page

View Invoices

In this Course you will learn how to view
all of your invoices that have been
created by the City of Chicago through
their iSupplier Portal.
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Step 1

From the login page, click in the User
Name field.

(example: 4u55v33)

Login Assistance
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Step 2

Enter the desired information into
ey the Username field. In this example,
enter "johndoe@upksupplier.com”.

Login Assistance

You will need to use your current login
for the City of Chicago's iSupplier Portal.

About this Page
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Step 3

Click in the Password field.

* useriame doe@upksuppliercom

e S—
[exxamy 4uF5v23]

Login Assistance

About this Page
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Login Assistance

About this Page
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Step 4

Enter the desired information into
the Password field. Enter "oraclel123".

You need to enter your specific
password to access your iSupplier
Portal account with the City of Chicago.
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About this Page

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA.jspipage=oracle/... |

Step 5

Click the Login button.

View Invoices
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CITYor CHICAGO  E-Business Suite: TOPAZ

(= Oracle Applications Home

Logout Preferences Help

Enterprise Search  All -

Oracle Applications Home Page

[0 ] Search Results Display Preference  Standard

Logged In As JOHNDOE@UPKSUPPLIER.COM

‘Main Menu

= From
Citv of Chicaga Online Bidding WOODFORK MOORE,
KIMLEMAY
WOODFORK MOORE,
KIMLEMAY
WOODFORK MOORE,
KIMLEMAY
WOODFORK MOORE,
KIMLEMAY

[Type
PO
Approval
PO
Approval
FO
Approval
PO
Approval

|subject
CITY OF CHICAGO - GRE - Commodities Blanket
Agreement 33181, 1

CITY OF CHICAGO - GRE - Commodities Release

PO 33184, 0
CITY OF CHICAGO - GRE - Commodities Release
PO 33183, 0
CITY OF CHICAGO - GRE - Commodities Release
PO 33182, 0

~TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upen your notifications.

Full List (4)
|sent~  |pue
29-Dec-2015
28-Dec-2015

29-Dec-2015

29-Dec-2015

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA.jsp?OAFunc=0AH... |

(0
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Step 6

The Oracle Applications Home Page will
now appear.

To access the City of Chicago
organization details, click the City of
Chicago iSupplier Portal link.
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SN & ntps:seprocuremen ityofchicago.org/CA_HTML/RF.jsp & B ¢ X || @ isupplier Portal: Home Page %
CITYor CHICAGO  jSupplier Portal

M Navigator v B2 Favorites ¥ Home Logout Preferences Help

Home | Orders | Shipments | Admin
Search PO Mumber - IEI

lhﬂ'ralim

Orders

« Agreements
Subject Date e Purchase Orders
CITY OF CHICAGO - GRE - Commodities Blanket Agreement 33181, 1 29-Dec-2015 13:26:24 S
CITY OF CHICAGQ - GRE - Commodities Release PO 33184, 0 29-Dec-2015 13:06:38 Receipts
CITY OF CHICAGO - GRE - Commodities Release PO 33183, 0 29-Dec-2015 13:05:59 « Receipts
CITY OF CHICAGO - GRE - Commodities Release PO 33182, 0 29-Dec-2015 13:05:56 * Returns

Invoices
F= o Invoices
__ Orders At A Glance = Payments

+ Payments
PO Number Description Order Date
33181 29-Dec-2015 13:26:16
33184 29-Dec-2015 13:06:29
33183 29-Dec-2015 13:05:49
33182 29-Dec-2015 13:05:45

Home Orders Shipments Admin Finance Home Logout Preferences Help

Copyright () 2 racle. All rights resenved

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA.jspipage=oracle/... |
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Step 7

The iSupplier Portal Home Page window
now appears.

Click the Finance link at the top of the
page to access your financial
information.
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CITYorCHICAGO  iSupplier Portal

M Navigator v B2 Favorites v ut Preferences

Home | Orders | Shipments | Admin
Create I | View Invoices | View Payments

Invoice Actions

Create Invoice  Witha PO~ [ Go |

Search

Note that the search is case insensitive
Supplier UPK SUPPLIER Purchase Order Number
Invoice Number

Invoice Date From &

Invoice Amount

o Invoice Date To &
Invoice Status - Currency
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments

Mo search conducted.

Create Invoice  With a PO

Home Orde: Admin Finance Home Logout Preference:

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA jsp?page=/oracl

Step 8

The Invoice
Click the Go button.

View Invoices
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Step 9

LW )| & nttps: eprocurement-dev.cityofchicago.org/OA_HTML/OAjs O ~ @& B & X || @ isupplier Portak Create Invon. % |l
CITYor CHICAGO  iSupplier Portal

M Navigator v B2 Favori

Home | Orders | Shipments | Admin

st e | Vit | Ve s Click in the Purchase Order

Creste moice wih 270 - [G0] Number field.

Search

Note that the search is case insensitive

t P
Supplier UPK SUPPLIER Purchase Order Number I
Tnvoice Number |

Invoice Amount
Invoice Date From &

oy Invoice Date To &
Invoice Status - Currency
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments

No results found.

Create Invoice  Witha PO+ El

Home Orders Shipments Admin Finance Home Logout Preferenc
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Bl & nttps:/eprocurement-dev.cityofchicago.org/OA_HTMLIGAjs O - @ B & X & isupplier Portal: Create Inv

CITYosCHICAGO  iSupplier Portal

M Navigator v B2 Favorites v

Home | Orders | Shipments | Admin
Create I | View Invoices | View Payments

Home

Invoice Actions

Search

Create Invoice  Witha PO~ [ Go |

Note that the search is case insensitive

t P
Supplier UPK SUPPLIER Purchase Order Number I
Invoice Number et A |
Invoice Date From &

Invoice Date T
et 2Tt | L)

Invoice Status - Currency

[&o | [Glear |

Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments
No results found.

hipments Admin Finance Home Logout Preferenc

Create Invoice  Witha PO+ El

Step 10

View Invoices

Enter the desired information into
the Purchase Order Number field.

Enter "33184".
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LW & nttps:/reprocurement-dev.cityofchicago.org/0A_HTML/OAS| O = @ B G X || @ isupplier Portal: Create Invo... % Step 11

CITYorCHICAGO  iSupplier Portal

M Navigator v B2 Favorites v

Home | Orders | Shipments | Admin

e ———— Click the Go button.

Invoice Actions

Create Invoice  Witha PO~ [ Go |

Search

Note that the search is case insensitive
Supplier UPK SUPPLIER Purchase Order Number |33184]
Invoice Number Invoice Amount
Invoice Date From Invoice Date To =

(example: 25-Dec-2015)
Invoice Status - Currency

=] [ ear |

Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments
No results found.

Create Invoice  With a PO

Home Orde: Admin Finance Home Logout Preference:

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA jsp?page=/oracl
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Step 12

LW )| & nttps: eprocurement-dev.cityofchicago.org/OA_HTML/OAjs O ~ @& B & X || @ isupplier Portak Create Invon. % |l
CITYor CHICAGO  jSupplier Portal

M Navigator v B2 Favori

Home | Orders | Shipments | Admin

st e | Vit | Ve s Click in the Purchase Order

Creste moice wih 270 - [G0] Number field.

Search

Note that the search is case insensitive
Supplier UPK SUPPLIER
Invoice Number

Purchase Order Number

Invoice Amount
Invoice Date From & moicebateTo [ @
(example: 25-Dec-2015)
Invoice Status - Currency
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments

No results found.

Create Invoice  Witha PO+ El

Home Orders Shipments Admin Finance Home Logout Preferenc
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Step 13

LW )| & nttps: eprocurement-dev.cityofchicago.org/OA_HTML/OAjs O ~ @& B & X || @ isupplier Portak Create Invon. % |l
CITYor CHICAGO  jSupplier Portal

M Navigator v B2 Favorites v ut Preferences

":’“ :m s v Press [Backspace].

Create Invoice  Witha PO~ [ Go |

Search

Note that the search is case insensitive
Supplier UPK SUPPLIER Purchase Order Number [33184
Invoice Number

Invoice Date From &

Invoice Amount

oy Invoice Date To &
Invoice Status - Currency
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments

No results found.

Create Invoice  With a PO

Home Orde: Admin Finance Home Logout Preference:
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< ) & https://eprocurement-dev.cityofchicago.org/OA_HTML/OAjs O ~ @ B €& X | & isupplier Portal: Create Inv Step 14
CITYor CHICAGO  jSupplier Portal

M Navigator v B2 Favorites v Home

Home | Orders | Shipments | Admin
Create I | View Invoices | View Payments

Crosts ko Enter the desired information into
crese oz o0 - [Go] the Purchase Order Number field.
Nntethatthe;earr‘:.h iscl?;e(isr\:ir;sit&: Enter "3"-
pp|

Purchase Order Number

Invoice Number

Invoice Amount
Invoice Date From & moicebateTo [ @
(example: 25-Dec-2015) N
Invoice Status - Currency
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments

No results found.

Create Invoice  Witha PO+ El

hipments Admin Finance Home Logout Preferenc
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Step 15

I l| & ntps://eprocurement-dev.cityofchicago.org/OA_HTML/OAjs O - @ B & X & isupplier Portal: Create Invo... %

CITYorCHICAGO iSupplier Portal [

M Navigator v B2 Favorites v

Home | Orders | Shipments | Admin

e ———— Click the Go button.

Invoice Actions

Create Invoice  Witha PO~ [ Go |

Search

Note that the search is case insensitive
Supplier UPK SUPPLIER
Invoice Number

Invoice Date From
(example: 25-Dec-2015)
Invoice Status - Currency

=] [ ear |

Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments
No results found.

Purchase Order Number |33183
Invoice Amount

Invoice Date To =

Create Invoice  With a PO

Home Orde: Admin Finance Home Logout Preference:

eprocurement-dev.cityofchicago.org/OA_HTML/OA jsp?page=/oracle;
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CITYorCHICAGO  iSupplier Portal

M Navigator v B2 Favorites v ut Preferences

Home | Orders | Shipments | Admin
Create Invoices | [/iew Invoicas |

Invoice Actions

Create Invoice  Witha PO~ [ Go |

Search

Note that the search is case insensitive
Supplier UPK SUPPLIER Purchase Order Number |33183

Invoice Number Invoice Amount

Invoice Date From & Invoice Date To &

(example: 29-Dec-2015)

Invoice Status - Currency
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments

No results found.

Create Invoice  With a PO

Home Orde: Admin Finance Home Logout Preference:

javascript;_submitNav{ DefaultFormName’, hitps%3A//eprocurement-dev.cit... |

View Invoices

Step 16

Click the View Invoices link.
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< B & nitps:/eprocurement-dev.cityofchicago.org/OA_HTML/CA s © ~ @ B & X & isupplier Portal: View Invoic... X —

CITYosCHICAGO iSupplier Portal

M Navigator v B2 Favorites v ut Preferences

Home | Orders | Shipments | Admin
Create Invoices | View Invoices | View Payments
View Invoices

Invoice Number Payment Status -

PO Number Invoice Amount From To |
o on el Amount Due From To
Release Number
emmrmawee Invoice Date From To [
Payment Number Due Date From To =]

(example: 29-Dec-2015)

Invoice Status h
Remit-
Remit- to
Invoice On Payment to Supplier Due PO Discount Available Nette
Invoice Date Type Currency Amount Due Status Hold Status  Supplier Site Date Payment Number Receipt Date Discount Attachments Amoun
No search
conducted.

Home Orders Shipments Admin Finance Home Lo Preference:

hittps://eprocurement-dev.cityofchicago.org/OA_HTML/OA jsp?page=/oracle/

Step 17

Click the Go button.

View Invoices



oRACLE’
USER PRODUCTIVITY KIT

< B & nitps:/eprocurement-dev.cityofchicago.org/OA_HTML/CA s O ~ @ B & X & isupplier Portal: View Invoic... X -

CITYorCHICAGO  iSupplier Portal

M Navigator v B2 Favorites v ut Preferences

Home | Orders | Shipments | Admin
Create Invoices | View Invoices | View Payments

View Invoices

Payment Status -

Invoice Number

PO Number Invoice Amount From To |
fizzcaa ] Amount Due From To
Release Number
emmrmawee Invoice Date From To [
Payment Number Due Date From To =]

Invoice Status hd (=xemple: 25-Dec-2015)

=

Remit-
Remit- to
Oon Payment to Supplier Due PO Discount Available
Invoice Date ~ Type  Currency/Amount  Due Status Hold Status  Supplier Site Date Payment Number Receipt Date Discount At|

g /1254 /815429-Dec-2015 Standard USD 1,400.00 1,400.00 In- Mot Paid 33183 622917

87125478164 Process
78678687 |29-Dec-2015  Standard USD 2,225.00 2,225.00 In- Not Paid 33182 622919
Process
8728613876 29-Dec-2015  Standard USD 1,575.00 1,575.00 In- Not Paid 33184 622018
Process

Home Ordors

Finance Home Logout

View Invoices

Step 18

Click the 87125478164 link.
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Step 19

Click the scrollbar.




